CALIFORNIA WING

FINANCIAL MANAGEMENT PROCEDURE 1
1 November 2011

WING FINANCIAL POLICY

Changes
Revised list of check signers for the Special Atitg Account. Modified Recurring Expense list.

Revised description of Consolidated Aircraft Mairgace program. Made minor text changes to
improve readability as indicated by highlighting.

Background
CAPR 173-1 defines financial procedures for all Q&fts. The wing commander is required to

establish certain policies with limits to insur@per control of corporate funds. These policies ar
documented below. Because California Wing haseémginted the Wing Banker Program, the
following applies to CAWG HQ staff only.

Regulatory Compliance
CAWG will fully comply with the provisions of CAPR73-1, including the associated Chart of
Accounts. Non-standard accounts will not be usegfirposes of expedient bookkeeping.

Checking Accounts

1. California Wing maintains three checking accsur®ne of these accounts holds subordinate unit
funds in accordance with Wing Banker Program resqnents. Members of the Finance Committee
authorized to sign checks drawn on these accovatsh@awn in the following table.

Member Name General Account Squadron Special
(PAYPAL) General Activities

Account Account
* %

Jon Stokes X X X

John Findley X X X

William Cumming X X X
X X X
X X X
X X

Joseph Chizmadia
James Crum
James Porter
*John Boyle
Ronald Crow
*Kenneth Hartwell
*Andrew Peters
*Tammy Sturgill
*Robert J. Van Horn X X

X 5| > || >

*Not Members of Finance Committee. Those namedhatiorized to sign checks drawn on the
two general accounts, or on the Special Activifiesount while attending Cadet special activities
such as Encampment, Cadet Programs Conferencd AMA¢CAPR 173-1, Para 11.m. Transfer of
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funds into and distribution of checks for the Spegictivities Account must have prior Finance
Committee approval.

** For work simplification, the Finance Committeeted to merge the Squadron Aircraft Account
into the Squadron General Account, effective 1 @&t Units make all deposits to the Squadron
General Account, but segregate general income &iotnaft income through use of CAWGF 3
(general) versus CAWGF 1 (aircraft) deposit adfrens. Tail number accounting will be
maintained through QuickBooks.

2. Transfer of funds between accounts may be adgsined by use of checks or electronic means.
Use of electronic transfers is limited to the CAWGmmander, Vice Commander, Finance Director
or Senior Wing Administrator and may not exceed,$@8 per transfer.

3. Routine transfer of funds between the GenerabAnt and other CAWG accounts does not need
prior Finance Committee approval. This accounisisd as a matter of convenience to receive all
funds from NHQ/FM. In addition, under the Wing Ban Program, subordinate unit funds are
deposited into the Squadron General Account, aexd thay be transferred, until needed, to a Savings
Account, where they are held for benefit of thetipatar unit. All disbursements are paid from the
General Account or Squadron General Account.

4. Transfer of aircraft minor maintenance funds betwé®e Squadron General Account and the
CAWG General Account does not need prior Financen@ittee approval. Subordinate units deposit
all aircraft-related funds into the Squadron Gehéwcount. Minor maintenance funds based on
published minimum rates and flight hours as readbrde CAPF18 for B- and C- missions are then
transferred to the CAWG General Account. All tfens are documented in a monthly statement to
each unit. Mission symbols B14, C14, C19 and C&Elexempt from transfer since these missions
are paid from CAWG General Account funds and subsetly may be billed to other than USAF
appropriated funds.

Savings Accounts and Certificates of Deposit

1. California Wing maintains two savings accounts knoas General Savings and Squadron
Savings. These interest bearing accounts aretoseold funds in excess of that required for day to
day coverage of expenses. Both accounts are rimgdthy electronic transfer of funds by the CAWG

Commander, Vice Commander, Director of Finance emi@ Wing Administrator. Earned interest

will be credited to the subordinate units in prdjmor to their participation.

2. Excess funds may also be invested in certificateteposit in order to maximize growth. While
CAPR 173-1 prohibits co-mingling unit funds withngi funds, excess funds from several units may
be combined to obtain a better interest rate. ifidates funded for benefit of subordinate unitdl e
coordinated by CAWG/FM with the respective unitafitte committees prior to purchase. Earned
interest will be credited to the subordinate uimitproportion to their participation.

Expense
1. National HQ has implemented the Centralized AitcMaintenance program for CAWG, and

assumed responsibility for direct payment of vesddRequests for maintenance and direct payment
of vendors will be coordinated with NHQ through CSADOAM.

2. All requests for reimbursement, except those mdato aircraft maintenance, CAWG Form 8
Travel Voucher and CAPF 108/CAWGF 10, will be made on CAWG ForbhDisbursement Request,
clearly identifying the payee, description of thepense and one or two authorized signatures. All
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expense will be supported by invoice(s). For espsrunder $1500, the CAWGF 11 will be approved
by a member of the Finance Committee, other thaWW/GA-M. Non-recurring expenses over $1500
will be approved by the Finance Committee, recorideafficial minutes, and two approval signatures
will be entered on CAWGF 11.

3. CAWG Forms 11 requesting reimbursement for vehitdéntenance expense will be approved by
a Finance Committee member representing a dirgetather than the one preparing the request.
CAWG Forms 11 will not be approved by CAWG/FM.

4. The CAWG/FM will not approve any invoice presentedVing for payment.

5. Certain operating expenses recur on a monthly berofrequency, e.g., Internet connection,
repeater rental billings, and office equipment fed@fiese expenses, listed in the table below, which
are billed directly by the vendor, will not requipreparation of CAWG Form 11, but will be
supported only by the vendor’s invoice. The foliogvexpenses have been declared as recurring and
approved for payment upon receipt of an invoice:

RECURRING MONTHLY EXPENSES
Each Expense Listed isNot to Exceed the Limit Listed Below
Any Expenditure not included, or that Exceeds the Specific Amounts Below
Requires Finance Committee Approval.

NAME DESCRIPTION Limit
Various Repeater site rental paid on an anhaasis $1500
American Tower Repeater Site — Oat Mountain — Mignth $200
American Tower Repeater Site — Blue Ridge — Monthly $326
American Tower Repeater Site — Mt Tamalpais — Mignth $125
Crown Castle Repeater Site — Palo Escrito — Monthly $40
Madera Radio Dispatch| Repeater Site — Deadwood rtfMp $45
Mobile Relay Repeater Site — Saddle Peak — Monthly $100
Montesol Repeater Site — Mt St Helena — Monthly $201
Telecommunications
Palomar Repeater Site — Palomar Mountain — Monthly $80
Aviation Spectrum Aviation Band Frequencies — Annual $1020
Resources, Inc (ARINC
Total Funds Postage - Monthly $250
Hasler Postage Meter — Quarterly $175.50
Postmaster P.O. Box Rental — Semi-Annual $180
Sprint Internet T1 service — Monthly $515
AT&T Phone (818) 989-8100 - Monthly $360
AT&T Cadet Exchange — Monthly $60
United Voicemail Cadets — Quarterly $30
Verizon WMAO (909) 979-0002 - Monthly $30
WEBEX Internet Conferencing Software $50
NtechSys Email Internet ISP Service - Monthly $100

6. Cadet Programs conducts major activities such aamipment and Cadet Programs Conference
annually. Each of these activities operates onudgét approved in advance by the Finance
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Committee, and all expenses are documented pripayment. A reconciliation of budget vs. actual
expense, with receipts attached, is submitted t9®WGAFM following the activity. When the Special
Activities Account is used to support an activigylyy unused checks will be returned to CAWG/FM
with the reconciliation.

Credit Cards
Credit cards are authorized for optional use byatibate units and selected wing staff. Specific
limits, usage guidelines, and reconciliation praged are documented in Financial Management
Procedure 2.

FedEx Account

California Wing maintains an account with FedExexpedite shipping of official paperwork and other
items between various locations. Use of the adosuimited to selected key members of the staff
who have signed an agreement regarding that uase.oRthe agreement is to forward the original
invoice (Airbill) to CAWG/FM promptly after making shipment. The invoices provide a control on
the monthly FedEXx billings.

Audits

A member of the Finance Committee other than CAWGY#II be assigned to conduct the quarterly
financial review in accordance with the guidelispecified in CAPR 173-1, Para 9.a.(7). The
financial review will be completed within 45 dayftes the end of each quarter. As part of thiseawi
the member will also review and sign the monthlgkbeeconciliation.

Approved by Finance Committee: 3 Nov 2011
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